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Chief, Administr:tive Services 9 Qetober 1951
Chief, itecords lianagemen: and Disizibution iIr-nch
Forms Pertaining to Records Fan-gement Program

1, Transmitted for information and reviev are three
separate studies of formg pertaining to the Reeords
Management Program, The an~lyses contaiined therein tend
to reflect the s atus of rejuest, cross reference, and
charge out forms as used throughout the agency.

2, S8imilar studies are being pursued to determine
the status of receipt forms and those relating to the
destruction of records.

: 3. These atudies have a two fold purpose in
providing:

a, A basis for future gtand~rdization of forms
used in the o, eraticnal routines of records work,

b, A sound method in the tr-ining of analystis
to enlarge thelr perspectiive on records and obtain
thoroughness,

4e 7The referyal -f the siudles to the idvisor for

Managezent for app ropri:te action is left to your
diseretion.
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